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Statement  of  Organization,  Practices,  and 
Procedures 

Pursuant  to  section  302(f)(6)  of  the 
Fishery  Conservation  and  Management 
Act  of  1976  (Pub.  L.  94-265) ,  each  Re¬ 
gional  Fishery  Management  Council  is 
responsible  for  determining  its  organi¬ 
zation  and  prescribing  its  practices  and 
procedures  for  carrying  out  its  functions 
under  the  Act  in  accordance  with  such 
uniform  standards  as  are  prescribed  by 
the  Secretary  of  Commerce.  Further, 
each  Council  must  publish  and  make 
available  to  the  public  a  statement  of  its 
organization,  practices,  and  procedures. 
As  required  by  the  Act,  the  Mid -Atlantic 
Fishery  Management  Council  has  pre¬ 
pared  and  is  hereby  publishing  its  State¬ 
ment  of  Organizations,  Practices,  and 
Procedures. 

Dated:  June  8,  1977. 

Winifred  H.  Meibohm. 

Associate  Director. 

1.  Name,  Address  and  Geographical  Area  of 
Authority 

The  Mid -Atlantic  Fishery  Management 
Council,  created  by  Section  302(a)  (7)  of  the 
Fishery  Conservation  and  Management  Act 
of  1976  (hereinafter  referred  to  as  the  "Act”), 
hereby  publishes  a  statement  of  Operational 
Procedures  and  Practices,  as  required  by  Sec¬ 
tion  302(f)  (6)  of  the  Act.  This  statement  of 
Operational  Procedures  and  Practices  was 
adopted  by  the  Mid-Atlantic  Fishery  Man¬ 
agement  Council  (hereinafter  referred  to  as 
the  "Council"),  during  its  public  meeting 
held  on  March  9th  and  10th,  1977,  in  Ocean 
City,  Maryland. 

The  Council’s  permanent  offices  are  lo¬ 
cated  in  Rooms  2115  and  2112,  Federal  Build¬ 
ing,  New  Street,  Dover,  Delaware  19901. 

The  Council’s  geographical  area  of  au¬ 
thority  Includes  all  fishery  resources  within 
the  fishery  conservation  zone  adjacent  to  the 
member  States  of  New  York,  New  Jersey. 
Pennsylvania,  Delaware,  Maryland  and  Vir¬ 
ginia. 

II.  Purpose 

1.  The  Council  will  prepare  and  submit  to 
the  Secretary  of  Commerce  or  his  delegate  a 
fishery  management  plan  with  respect  to 
each  fishery  within  its  geographical  area  and 
from  time  to  time  such  amendments  to  each 
plans  as  are  necessary. 

1.  (a)  In  the  case  where  the  range  of  the 
stock  in  a  fishery  extends  beyond  the  geo¬ 
graphical  area  of  Jurisdiction  of  the  Council, 
the  Council  expects  to  consult  with  the  ap¬ 
propriate  other  Council  in  the  preparation  of 
a  Joint  plan. 

2.  The  Council  will  prepare  comments  on 
any  fishery  management  plan  or  amendments 
thereto  prepared  by  the  Secretary  or  his  dele¬ 
gate  which  are  transmitted  to  it  under  Sec¬ 
tion  304(c)  (2)  of  the  Act. 

3.  The  Council  will  prepare  comments  on 
any  application  for  foreign  fishing  transmit¬ 
ted  to  it  under  a  governing  international  fish¬ 
ery  agreement  by  the  Secretary  of  State  or 
his  delegate  under  the  terms  of  this  Act. 

4.  The  Council  will  conduct  public  hearings 
at  appropriate  times  and  at  appropriate  loca¬ 
tions  in  the  Council's  geographical  area  so 
as  to  allow  all  Interested  persons  an  oppor¬ 
tunity  to  be  heard  In  the  development  of 
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fishery  manage  mart  plans  and  amendments 
thereto  and  with  respect  to  the  administra¬ 
tion  and  Implementation  of  the  provisions  of 
the  Act. 

5.  The  Council  will  review  on  a  continuing 
basis  and  revise  as  appropriate  the  assess¬ 
ments  and  specifications  contained  In  each 
fishery  management  plan  for  each  fishery 
within  Its  geographical  area  with  regard  to 
(a)  the  present  and  probable  future  condi¬ 
tion  of  the  fishery,  (b)  maximum  sustainable 
yield  from  the  fishery,  (c)  the  optimum  yield 
from  the  fishery,  (d)  the  capacity  and  the  ex¬ 
tent  to  which  fishery  vessels  of  the  United 
States  will  harvest  and  optimum  yield  on  an 
annual  basis,  (e)  the  portion  of  such  opti¬ 
mum  yield  on  an  annual  basis  which  will  not 
be  harvested  by  fishing  vessels  of  the  United 
States  and  can  be  made  available  for  foreign 
fishing  and  other  items  as  may  be  deemed 
appropriate. 

6.  The  Council  will  submit  to  the  Secretary 
a  report  before  February  1st  of  each  year  on 
the  Council’s  activities  during  the  Immediate 
preceding  year,  and  shall  submit  such  other 
periodic  and  relevant  reports  as  the  Coun¬ 
cil  or  the  Secretary  deem  appropriate. 

7.  The  Council  will  establish  a  Scientific 
and  Statistical  Committee  and  other  ad¬ 
visory  panels  as  the  Council  deems  necessary. 

8.  The  Council  will  conduct  any  other  ac¬ 
tivities  which  are  required  by  or  provided 
for  in  the  Act,  or  which  are  necessary  and 
appropriate  to  the  foregoing  functions. 

9.  The  Council  expects  to  participate  In 
international  negotiations  concerning  any 
fishery  matters  under  the  cognizance  of  the 
Council.  The  Council  also  expects  to  be  con¬ 
sulted  during  preliminary  discussions  lead¬ 
ing  to  U.S.  positions  on  international  fishery 
matters. 

III.  Council  Composition 

The  Mid-Atlantic  Fishery  Management 
Council  shall  have  nineteen  voting  members 
and  four  non-voting  members.  Twelve  voting 
members  are  appointed  by  the  Secretary  of 
Commerce  and  six  of  the  voting  members 
consist  of  the  principal  State  officials  (or  his 
designee)  with  marine  fishery  management 
responsibility  and  expertise  in  each  of  the 
member  states  as  appointed  by  the  Governor 
of  the  State.  The  one  remaining  voting  mem¬ 
ber  is  the  Regional  Director  of  the  National 
Marine  Fisheries  Service  for  the  Northeast 
Region  (or  his  designee). 

The  non-voting  members  of  the  Council 
shall  be: 

1.  The  Regional  Director  of  the  United 
States  Fish  and  Wildlife  Service  for  the 
Northeast  Region  (or  his  designee) . 

2.  The  Commander  of  the  Coast  Guard 
district  for  the  Mid- Atlantic  area  (or  his 
designee) . 

3.  The  Executive  Director  of  the  Atlantic 
States  Marine  Fisheries  Commission  (or  hla 
designee) . 

4.  One  representative  of  the  Department  of 
State  designated  for  such  purpose  by  the 
Secretary  of  State  (or  his  designee) . 

IV.  Council  Officers  and  Terms  of  Office 

A  Chairman  and  a  Vice  Chairman  are 
elected  from  the  voting  members  of  the  Mid- 
Atlantic  Council;  both  officers  serve  for  a 
period  of  one  year  and  may  succeed  them¬ 
selves.  A  recording  secretary  may  be  ap¬ 
pointed  by  the  Chairman  for  a  term  of  one 
year.  The  Council  may  establish  and  appoint 
other  officers  as  it  deems  necessary. 

V.  Standards  of  Conduct 

The  Council  Is  responsible  for  maintaining 
high  standards  of  ethical  conduct  among 
themselves  and  their  staff.  Such  standards 
will  Include  the  following: 

1.  No  employee  of  the  Council  shall  use 
his  or  her  official  authority  or  Influence  de¬ 


rived  from  his  or  her  position  with  the 
Council  for  the  purpose  of  interfering  with  or 
affecting  the  results  or  an  election  to  or  a 
nomination  for  any  national.  State,  county 
or  municipal  elective  office. 

2.  No  employee  of  the  Council  will  be  de¬ 
prived  of  employment,  position,  work,  com¬ 
pensation  or  benefit  provided  for  or  made 
possible  by  the  Act  on  account  of  any  politi¬ 
cal  activity  or  lack  of  such  activity  In  sup¬ 
port  of  or  In  opposition  to  any  candidate  of 
any  political  party  In  any  national.  State, 
county  or  municipal  election  or  on  account 
of  his  or  her  political  affiliation. 

3.  No  Council  member  or  employee  shall 
pay,  or  offer,  or  promise,  or  solicit,  or  receive 
from  any  person,  firm  or  corporation,  either 
as  a  political  contribution  or  a  personal 
enrolment,  any  money,  or  anything  of  value 
In  consideration  of  either  support,  or  the 
use  of  Influence,  or  the  promise  of  support,  or 
influence  In  obtaining  for  any  person  any 
appointive  office,  or  place  of  employment 
under  the  Council. 

4.  No  employee  of  the  Council  shall  have 
a  direct  or  Indirect  financial  Interest  that 
conflicts  with  the  fair  and  Impartial  conduct 
of  his  or  her  Council  duties. 

5.  No  Council  member  or  employee  of  the 
Council  shall  use  or  allow  the  use,  for  other 
than  official  purposes,  any  Information  ob¬ 
tained  through  or  In  connection  with  his  or 
her  Council  employment  which  has  not  been 
made  available  to  the  general  public. 

6.  No  Council  member  or  employee  of  the 
Council  shall  engage  In  criminal.  Infamous, 
dishonest,  notoriously  Immoral,  or  disgrace¬ 
ful  conduct  prejudicial  to  the  Council. 

7.  No  Council  member  or  employee  of  the 
Council  shall  use  Council  property  on  other 
than  official  business.  Such  property  shall  be 
protected  and  preserved  from  improper  or 
unauthorized  operation  or  use. 

VI.  Line  Authority 

Council  members  must  submit  all  requests 
for  task  performance  that  they  desire  to  be 
carried  out  by  the  Executive  Director  or  his 
staff  to  the  Council  for  his  approval  and 
transmittal.  The  Chairman  of  the  Council 
(or  his  designee,  so  stated  in  writing) ,  Is  the 
only  one  so  designated  to  exercise  line  super¬ 
vision  over  the  Executive  Director. 

Similarly,  the  other  members  of  the  Execu¬ 
tive  Staff  receive  their  line  supervision  solely 
from  the  Executive  Director. 

VII.  Personnel  Files 

1  A  file  for  each  Council  member  containing 
pertinent  data  and  official  papers  will  be 
centrally  maintained  under  security  and 
safeguard  conditions  required  of  files  sub¬ 
ject  to  the  Privacy  Act.  This  file  will  be  avail¬ 
able  to  the  Counfcil  member,  and  to  other 
persons  only  where  a  need  to  know  has  been 
established.  The  Council  will  maintain  per¬ 
sonnel  files  on  their  employees  under  similar 
safeguards. 

VIII.  Security  Investigations 

When  it  is  anticipated  that  security  classi¬ 
fied  Information  will  be  kept  or  handled  In 
Council  offices,  certain  employees  shall  be 
designated  to  be  permitted  access  to  the  In¬ 
formation  In  accordance  with  Federal  stand¬ 
ards  and  must  receive  appropriate  security 
clearance  from  the  Office  of  Investigations 
and  Security  of  the  Department  of  Com¬ 
merce. 

IX.  Standing  Committees  of  Council 
Members 

A.  Names — The  Mid-Atlantic  Fishery  Man¬ 
agement  Council  has  established  the  follow¬ 
ing  Standing  Committees : 

1.  Budget  and  Finance  Committee. 

2.  Standing  Review  Committee. 

3.  Steering  Committee. 
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B.  Composition — The  above  standing  com¬ 
mittees  shall  be  composed  of  a  Chairman, 
Vice  Chairman  and  such  additional  mem¬ 
bers  of  the  Council  as  may  be  appointed  by 
the  Council  Chairman. 

C.  Function — The  function  of  the  above 
standing  committees  will  be  such  as  are  as¬ 
signed  to  them  from  time  to  time  by  the 
Council  Chairman. 

X.  Council  Meetings 

1.  General — The  Council  will  meet  at  the 
call  of  the  Chairman  of  the  Council  or  upon 
request  of  a  majority  of  the  voting  members. 
Advisory  bodies  will  meet  with  the  approval 
of  the  Chairman  of  the  Council,  after  proper 
notification  In  the  "Federal  Register.” 

2.  Frequency  and  Duration — The  Council 
will  ordinarily  meet  In  a  plenary  session  at 
least  once  a  month;  but  workload  will  deter¬ 
mine  the  actual  frequency  and  duration  of 
meetings. 

The  Chairman  of  the  Council  will  deter¬ 
mine  the  frequency  with  which  any  advisory 
panels  will  meet. 

3.  Location — In  addition  to  the  require¬ 
ment  that  Council  meetings  be  held  in  the 
Mid-Atlantic  area  (unless  It  Is  a  Joint  meet¬ 
ing  with  another  Council) ,  the  meeting  place 
will  be  of  a  capacity  large  enough  to  accom¬ 
modate  the  anticipated  public  attendance 
and  It  will  be  easily  accessible  to  those  In¬ 
terested  In  attending. 

Statutory  subgroups  and  subgroups  con¬ 
sisting  of  Council  members,  as  well  as  the 
full  Council,  will  meet  In  particular  areas  of 
Interest  within  the  Council’s  Jurisdiction, 
consistent  with  budgetary  constraints,  ex¬ 
cept  Council  subgroups  may  meet  outside 
the  Council’s  Jurisdiction  as  necessary  to 
conduct  the  business  of  the  Council. 

4.  Agendas — Suggested  agendas  for  all 
Council  meetings  will  be  drawn  up  by  the 
Executive  Director  and  approved  by  the 
Chairman.  The  Chairman  will  be  assisted  by 
the  Vice  Chairman,  the  Executive  Staff  and 
the  members  of  the  Council  who  wish  to 
contribute.  The  agenda  and  supporting  doc¬ 
uments  shall  be  distributed  to  the  Council 
members  at  least  ten  (10)  calendar  days  be¬ 
fore  the  subject  meeting  transpires. 

6.  Minutes  of  Meetings — Detailed  minutes 
of  each  meeting  must  be  kept  and  their  ac¬ 
curacy  should  be  certified  by  the  recording 
secretary  or  the  Chairman.  Such  minutes 
will  Include,  to  the  extend  possible,  the  fol¬ 
lowing  Information: 

a.  The  time  and  place  of  the  meeting; 

b.  A  list  of  Council  or  advisory  panel 
members,  staff  and  others  present; 

c.  A  complete  and  Informative  summary  of 
matters  discussed  and  conclusions  reached; 

d.  A  listing  with  copies  of  all  reports  and 
papers  received,  Issued,  or  approved  by  the 
Council  or  advisory  panels; 

e.  An  accounting  of  any  portion  of  the 
meeting  which  was  closed  to  the  public; 

f.  The  names  of  members  of  the  public  who 
attend,  the  number  or  an  estimate  where  a 
register  Is  Impractical,  or  the  members  of  the 
public  decline  to  be  Identified; 

g.  An  explanation  of  the  extent  of  public 
participation  Including  a  list  of  those  pre¬ 
senting  written  or  oral  statements; 

h.  A  copy  of  the  agenda;  and 

1.  Copies  of  any  written  transcripts  or  any 
oral  statements. 

6.  Conduct — General  Rules  of  Procedure — 
Meetings  shall  be  conducted  In  a  manner  to 
permit  the  greatest  possible  participation 
by  all  members  of  the  Council.  Notice  of  any 
meeting  must  appear  In  the  “Federal  Regis¬ 
ter”  twenty  (20)  days  prior  to  the  meeting. 
Meetings  may  be  closed  to  the  public  only  In 
certain  Instances,  where  the  Chairman  deter¬ 
mines  that  the  reasons  for  excluding  the 
public  are  valid,  except  where  prior  approval 
of  the  Department  of  Commerce  Assistant 
Secretary  for  Administration  Is  required 


Parlimentary  procedures  should  be  used  as 
a  guide,  but  need  not  be  rigidly  adhered 
to — this  la  the  Chairman’s  prerogative.  Deci¬ 
sions  by  consensus  are  permitted,  except 
where  the  Issue  Is  Council  approval  of  a 
Fishery  Management  Plan  or  amendment 
(Including  any  proposed  regulations),  or 
comments  for  the  Secretary  on  foreign  fish¬ 
ing  applications;  in  these  cases,  a  vote  Is 
required. 

Miscellaneous  statutory  requirements  for 
meetings  Include: 

1.  A  majority  of  the  voting  members  of 
the  Council  shall  constitute  a  quorum 

2.  One  or  more  Council  members  or  staff 
designated  by  the  Council  may  hold  non- 
Councll  meetings. 

3.  Where  there  Is  a  vote,  the  majority  of 
the  voting  members  present  and  voting  shall 
rule.  The  use  of  proxy  Is  not  permitted. 

4.  Voting  members  of  the  Council  who 
dissent  on  any  Issue  that  Is  to  be  submitted 
to  the  Secretary  are  permitted  to  submit  a 
statement  of  their  reasons  for  dissent  to  the 
Secretary. 

XI.  Authority  or  the  Chad* 

The  Council  Chairman  shall  be  the  chief 
executive  officer  of  the  Council.  Subject  only 
to  the  authority  of  the  Council,  he  shall 
have  general  charge  and  supervision  over, 
and  responsibility  for.  the  business  and  af¬ 
fairs  of  the  Council.  Unless  otherwise 
directed  by  the  Council,  the  Chairman  may 
enter  Into  and  execute  In  the  name  of  the 
Council,  contracts  or  other  Instruments  In 
the  regular  course  of  business  or  contracts 
or  other  Instruments  not  In  the  regular 
course  of  business  which  are  authorized, 
either  generally  or  specifically,  by  the  Coun¬ 
cil.  He  shall  have  the  general  powers  and 
duties  of  management  usually  vested  in  the 
office  of  Chairman  of  the  Board  of  a  cor¬ 
poration. 

XII.  Advisory  Panels 

1.  General — The  Mid-Atlantic  Fishery 
Management  Council  will  establish  6uch  ad¬ 
visory  panels  as  are  necessary  or  appropriate 
to  assist  the  Council  In  carrying  out  the 
functions  of  the  Act.  The  Secretary  of  Com¬ 
merce  or  the  Council  shall  pay  the  actual 
expenses  of  the  members  of  such  panels, 
except  those  who  are  Federal  employees, 
while  engaged  in  the  performance  of  Council 
business. 

The  panels  shall  meet  In  the  area  encom¬ 
passed  by  the  Council's  constituent  States 
as  deemed  necessary  by  the  Council  Chair¬ 
man.  No  staff  Is  assigned  to  these  panels, 
but  staff  support  may  be  requested  from 
the  Chairman  of  the  Council  or  the  Execu¬ 
tive  Director.  Each  advisory  panel  shall  have 
Its  own  charter,  separate  from  those  of  other 
panels  and  separate  from  the  Scientific  and 
Statistical  Committee  and  from  the  Mid- 
Atlantic  Council. 

2.  Panel  Names — The  Mid-Atlantic  Fishery 

Management  Council  has  to  date  established 
the  following  advisory  panels:  A. - . 

B. - .  C. - . 

3.  Any  committee  or  subcommittee  meet¬ 
ings  held  should  be  done  with  the  approval 
of  the  Chairman. 

XIII.  Financial  Management  System 

The  Procurement  and  Property  Manage¬ 
ment  System  of  the  Council  will  be  the  direct 
responsibility  of  the  Staff  Administrative 
Officer. 

OMB  Circular  110  will  be  adhered  to  In 
procurement  and  Council  will  provide  a  clear 
audit  trail  for  all  Council  expenditures 

XIV.  Statt 

The  voting  members  of  the  Mid-Atlantic 
Fishery  Management  Council  shall  hire  an 


Executive  Director.  The  duties  and  functions 
of  the  Executive  Director  are  as  follows : 

1.  Supervise,  direct  and  account  for  the 
administration  and  operation  of  the  Council 

2.  Appoint  and  affix  the  salary  of  the  staff 
of  the  Council  within  the  guidelines  ap¬ 
proved  by  the  Council. 

3.  Assign  the  duties  of  the  personnel  as 
may  be  necessary  to  accomplish  the  goals 
of  the  Council. 

4.  Make  and  enter  into  any  and  all  con¬ 
tracts.  agreements  or  stipulations,  and  re¬ 
tain,  employ  and  contract  for  the  services 
of  private  and  public  consultants,  research 
and  technical  personnel,  and  procure  by 
contract,  consulting,  research,  technical  and 
other  services  and  facilities,  whenever  the 
same  shall  be  deemed  necessary  or  desirable 
In  the  performance  of  the  functions  of  the 
Council  and  whenever  funds  have  been  made 
available  for  such  purposes.  All  legal  pro¬ 
cedures  and  applicable  regulations  shall  be 
followed.  The  Council  shall  approve  all  con¬ 
tracts  for  services  costing  over  one  thousand 
(*1,000.00)  dollars. 

5.  Establish  and  promulgate  such  rules 
and  policies  as  may  be  necessary  for  the 
administration  and  operation  of  the  Council 
consistent  with  applicable  laws. 

6.  Maintain  such  facilities  as  may  be  re¬ 
quired  for  the  effective  and  efficient  opera¬ 
tion  of  the  Council. 

7.  Prepare  an  annual  budget  for  approval 
by  the  Council. 

8.  Prepare  annual  reports  to  the  Council, 
and  for  the  Council,  to  the  Secretary  of 
Commerce. 

9.  Coordinate  efforts  of  the  Council  with 
other  Councils  and  related  Federal  agencies. 

10.  The  Executive  Director  may  transfer 
funds  between  line  Items  up  to  10  percent 
of  the  line  except  transfer  between  salary 
and  non-salary  items. 

11.  Prepare  a  Manual  of  Practice  for  the 
operation  of  the  Council. 

12.  The  Executive  Director  shall  have  the 
authority  to  adopt  an  accounting  procedure 
consistent  with  and  within  Federal 
guidelines. 

XIV.  (a)  Additional  Staff  (on  a  Loan 
Basis) 

The  Council  may  request  the  head  of  any 
Federal  agency  to  detail  to  the  Council  on 
a  reimbursable  basis,  any  personnel  of  such 
agency  to  assist  the  Council  In  the  perform¬ 
ance  of  its  functions  under  the  Act.  The 
length  of  such  details  shall  be  mutually 
determined  by  the  Council,  the  Federal  em¬ 
ployee  and  bis  or  her  agency.  Federal  em¬ 
ployees  so  detailed  retain  all  benefits,  rights 
and  status  as  they  are  entitled  to  in  their 
regular  employment.  The  Council  may  nego¬ 
tiate  arrangements  with  State  or  local  gov¬ 
ernments  to  utilize  employees  of  those  gov¬ 
ernments  also. 

XV.  Employment  Practices 

1.  Nondiscrimination.  All  activities  of  the 
Council  must  operate  under  a  policy  of  equal 
employment  opportunity.  Council  staff  posi¬ 
tions  shall  be  filled  solely  on  the  basis  of 
merit,  fitness,  competence,  and  qualifica¬ 
tions.  Employment  actions  snail  be  free  from 
discrimination  based  on  race,  religion,  color, 
national  origin,  sex,  age,  or  physical 
handicap. 

2.  Salary  and  Wage  Administration.  In  set¬ 
ting  rates  of  pay  for  Council  Staff,  the  prin¬ 
cipal  of  equal  pay  for  substantially  equal 
work  should  be  followed.  Variations  In  basic 
rates  of  pay  should  be  In  proportion  to  sub¬ 
stantial  differences  In  the  difficulty  and  re¬ 
sponsibilities  of  the  work  performed. 

The  duties  of  any  new  position  shall  be 
contained  In  a  brief  description  to  be  sub¬ 
mitted  to  the  NOAA  Personnel  Office  servic¬ 
ing  the  NMFS  Regional  Office  assigned  to  the 
Council  prior  to  the  submission  of  a  budget 
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in  which  the  salary  of  that  position  is  re¬ 
quested.  The  Council  will  be  provided  a 
salary  range  appropriate  to  the  position. 
The  Council  may  fill  the  position  at  any 
salary  level  within  that  range,  except  that, 
unless  recruitment  of  exceptionally  quali¬ 
fied  employees  is  hampered,  the  policy  of 
hiring  at  the  beginning  rate  shall  be  recog¬ 
nized.  The  annual  pay  for  any  staff  position 
may  not  exceed  the  equivalent  of  the  top 
step  of  GS-15  of  the  Federal  General  Sched¬ 
ule  at  any  time.  After  a  position  has  been 
filled,  the  employee  may  be  promoted  an¬ 
nually  and  recognized  for  superior  perform¬ 
ance  with  the  specified  salary  ranges  in  ac¬ 
cordance  with  Council  policies. 

XVI.  Employees  Benefits 

A.  Pay  Grade  and  Rates — Each  position 
classification  in  the  list  of  class  titles  shall 
have  asigned  to  it  a  pay  grade  for  compen¬ 
sation  purposes.  The  pay  of  employees  occu¬ 
pying  position  in  the  Council  employ  shall 
be  according  to  the  published  rates  pre¬ 
scribed  for  the  pay  grades  assigned  by  equiv¬ 
alent,  current  GS  ratings. 

B.  Work  Schedule — The  standard  work 
week  for  all  full  time  employees  shall  be  37  V2 
hours.  The  standard  work  day  shall  be  8:00 
A.M.  to  4:30  P.M.  with  a  one  hour  lunch 
period.  Deviation  may  be  authorized  by  the 
Executive  Director  to  meet  operational  needs. 
Cases  of  continuing  or  permanent  schedule 
deviation  shall  be  subject  to  the  approval  of 
the  Executive  Director  or  Council. 

For  positions  in  classes  of  Grade  5  and 
above,  grades  are  established  in  considera¬ 
tion  of  supervisory,  administrative,  execu¬ 
tive  and  professional  duties  and  responsibili¬ 
ties  of  the  positions,  and  not  of  any  fixed 
hours  of  work  to  be  required:  provided  that 
employees  in  such  positions  shall  be  required 
by  their  appointing  authority  to  work  at 
least  for  the  minimum  hours  required  in 
the  Council  service  and  during  hours  author¬ 
ized  by  supervision  and  approved  by  the 
Executive  Director. 

a.  Part  Time  Employees — A  part  time  em¬ 
ployee  working  on  a  regular  and  continuous 
schedule  of  less  than  37  y2  hours  per  week 
shall  be  paid  the  hourly  rate  appropriate  to 
the  grade  and  step  of  the  employee  for  the 
hours  actually  worked.  Such  schedules  shall 
be  established  as  the  work  situation  requires, 
with  report  to  and  approval  by  the  Executive 
Director. 

b.  Incremental  Increases  for  Full  Time 
Employees — All  Incremental  Increases  shall 
be  at  the  beginning  of  the  new  budget  year. 
Those  employees  who  have  been  employed 
six  (6)  months  or  longer  shall  be  eligible  for 
pay  raise  advancement.  Those  employees  with 
less  than  six  (6)  months  service  shall  not  be 
eligible  for  pay  raise  advancement  until  the 
following  budget  year. 

c.  Step  Increments —  A  Council  employee 
will  normally  have  his  pay  rate  advanced  one 
increment  in  the  paygrade  upon  comple¬ 
tion  of  one  year  service,  including  six  con¬ 
secutive  months  of  satisfactory  performance 
immediately  prior  to  the  effective  date.  These 
increments  shall  be  made  no  more  often 
than  yearly  until  the  employee  has  reached 
the  maximum  step  for  the  grade  of  his  posi¬ 
tion.  An  annual  Increment  is  not  to  be  con¬ 
strued  as  an  automatic  “right”,  but  rather 
as  an  adjunct  to  satisfactory  service. 

d.  Pay  for  Exceptional  Merit — The  most 
commendable  and  distinguished  employees 
of  the  Council  who  have  exhibited  such  com¬ 
petence  and  exemplary  effort  for  a  period 
of  at  least  one  year,  may  have  their  pay  ad¬ 
vanced  two  increments  within  the  paygrade 
upon  recommendation  of  the  appointing  au¬ 
thority  and  approval  by  the  Council  pro¬ 
vided  that  not  greater  than  10%  of  the  em¬ 
ployees  shall  be  considered  for  meritorious 
merease  in  any  one  year.  Such  exceptional 


Increment  shall  be  recommended  at  the  time 
of  a  normal  increment  In  pay  is  due  and 
shall  not  be  again  recommended  for  at  least 
one  year. 

e.  Paid  Holidays — Paid  holidays  shall  be 
the  same  as  those  received  by  Federal  em¬ 
ployees. 

D.  Annual  Leave — Employees  of  the  Coun¬ 
cil  shall  be  entitled  to  twenty  (20)  working 
days  per  year  as  annual  leave  which  will 
accumulate  at  the  rate  of  iy4  days  per  month. 
Though  accruing,  employees  shall  not  nor¬ 
mally  be  granted  paid  annual  leave  until 
the  completion  cf  six  (6)  months  service. 

This  liberal  leave  policy  recognizes  the 
necessity  for  staff  to  work  unusual  and  at 
times  long  hours  to  accomplish  the  Coun¬ 
cil's  goals. 

Vacation  credits  may  be  accumulated  up 
to  two  times  the  annual  allowable  rate. 
Credits  beyond  this  amount  will  be  forfeited. 

Employees  shall  request  annual  leave  as 
per  the  guidelines  established  by  the  Ex- 
cutive  Director. 

"If  an  employee  resigns  or  is  terminated 
for  any  reason  including  dismissal,  or  dies 
with  unused  annual  leave  credit,  the  em¬ 
ployee  or  in  the  case  of  his  death,  his  estate, 
shall  be  paid  in  cash  for  any  accumulated 
annual  leave. 

E.  Sick  Leave — All  employees,  except  tem¬ 
porary,  seasonal  and  emergency,  shall  ac¬ 
crue  paid  sick  leave  credit  at  the  rate  of 
one  and  one-quarter  (1*4)  work  days  for 
each  completed  calendar  month  of  service. 
Permanent  part-time  employees  shall  accrue 
on  a  pro  rata  basis. 

Unused  sick  leave  credit  may  be  accumu¬ 
lated  without  limit,  but  for  cash  payment 
(see  *1  below)  a  maximum  of  100  (one- 
hundred  days  credit  shall  apply. 

*1.  An  employee  may  be  reimbursed  for 
unused  accumulated  sick  leave  under  the 
following  conditions: 

a.  At  retirement  which  shall  be  defined  in 
accordance  with  the  provisions  of  the  Social 
Security  Act. 

b.  If  laid  off  without  prejudice  for  lack 
of  work  at  the  rate  of  one  day’s  pay  for 
eac£  two  days  of  unused  sick  leave. 

c.  In  the  event  at  death  of  the  employee, 
payment  shall  be  made  to  his  estate  at  the 
rate  of  one  day’s  pay  for  each  day  of  unused 
sick  leave. 

E.  (a)  Sick  Leave  Usage — An  employee 
eligible  for  sick  leave  with  pay  may  use 
such  sick  leave  for  absence  due  to  illness, 
injury,  temporary  disability,  exposure  to  con¬ 
tagious  disease,  or  doe  to  serious  illness  of 
a  member  of  the  employee’s  immediate  family 
requiring  the  employee’s  personal  attend¬ 
ance.  In  addition,  sick  leave  can  be  used 
for  appointments  with  doctors,  dentists,  or 
other  recognized  practitioners,  subject  to 
prior  approval  of  the  appointing  authority. 
An  employee  at  his  option  may  also  use 
sick  leave  to  provide  full  regular  pay  during 
periods  when  he  is  paid  lees  than  full  pay 
under  workmen’s  compensation  provisions. 
Such  leave  shall  be  charged  in  proportion  to 
the'  difference  between  workmen’s  compen¬ 
sation  pay  and  full  pay.  Employees  cannot 
take  sick  leave  with  pay  in  excess  of  the 
days  actually  accrued. 

An  employee  needing  sick  leave  shall  in¬ 
form  his  immediate  supervisor  of  the  fact 
and  the  reason  in  advance  when  possible, 
or  otherwise  before  the  expiration  of  the 
first  hour  of  absence  or  as  soon  thereafter 
as  practicable;  failure  to  do  so  may  be  cause 
for  denial  of  pay  for  the  period  of  absence. 
Before  approving  pay  for  sick  leave,  an  ap¬ 
pointing  authority  or  the  Executive  Director 
may  at  their  discretion  require  either  a  doc¬ 
tor’s  certificate  or  a  written  statement  signed 
by  the  employee  setting  forth  the  reason 
for  the  absence.  In  the  case  of  an  absence 
of  more  than  three  (8)  consecutive  days,  a 


doctor’s  certificate  is  required  as  a  condition 
of  approval. 

F.  Personal  Leave — Upon  a  permanent  em¬ 
ployee’s  written  request,  the  Executive  Di¬ 
rector  may  approve  a  leave  without  pay,  not 
to  exceed  three  (3)  months.  Such  leave  may 
be  renewed  for  an  additional  period  not  to 
exceed  three  (3)  months  by  formal  action 
of  the  Executive  Director  and  written  ap¬ 
proval  by  the  Chairman  of  the  Council. 

G.  Jury  Duty — An  employee,  other  than 
temporary,  seasonal  or  emergency,  who  is  re¬ 
quired  to  report  daily  to  serve  on  a  Jury, 
shall  be  excused  with  pay,  but  shall  return 
to  work  within  a  reasonable  time  on  days 
he  is  released  from  Jury  duty. 

Any  employee  appearing  as  part  of  his 
duty  or  under  subpoena  before  a  court, 
legislative  committee  or  Judicial  or  quasi  - 
Judicial  body  will  be  excused  with  pay. 

Any  employee  appearing  on  his  own  behalf 
in  litigation  involving  personal  or  private 
matters,  before  a  court,  legislative  com¬ 
mittee  or  Judicial  or  quasi-Judlclal  body, 
may  be  excused  without  pay,  or  may  take 
annual  leave. 

H.  Military  Leave — Consistent  with  appli¬ 
cable  Federal  laws. 

I.  Maternity  Leave.  Not  to  exceed  six  (6) 
months. 

J.  Life  Insurance — Council  will  pay  twenty- 
five  cents  per  thousand  dollars  up  to  two 
times  the  employee’s  salary,  non-contribu¬ 
tory. 

K.  Health  Insurance — Council  will  pay  the 
basic  rate  for  the  employee  under  the  plan 
chosen  plus  one  half  the  family  portion. 

L.  Retirement — Council  will  pay  ten  (10)  ' 
percent  of  an  employee's  salary  into  a  de¬ 
ferred  compensation  plan.  Said  plan  vesting 
10  percent  per  annum  so  at  the  end  of  ten 
(10)  years  service  vesting  will  be  100  per 
cent. 

M.  Long  Term  Disability — After  a  three 
month  waiting  period.  If  the  staff  is  covered 
by  state  disability  our  plan  should  be  worked 
out  to  coincide  with  that. 

XVII.  Personnel  Policies 

1.  Probation — All  appointments  shall  b. 
for  an  established  probationary  period  dur¬ 
ing  which  the  individual’s  fitness  for  perma¬ 
nent  appointment  shall  be  evaluated.  The 
Executive  Director  (or  his  designee)  is  re¬ 
sponsible  for  insuring  the  effectiveness  of 
this  working  test  period  and  for  insuring 
that  probationary  employees  are  given  help 
in  meeting  the  Job  requirements  for  perma¬ 
nent  employment.  The  probationary  period 
for  all  employees  shall  be  one  (1)  year. 

At  any  time  during  the  probationary 
period,  the  Director  may  dismiss  the  em¬ 
ployee  for  reasons  of  unsatisfactory  service 
or  conduct.  The  Executive  Director  shall 
notify  the  employee  in  writing  of  the  action, 
giving  the  reasons. 

2.  Unauthorized  Absences — Any  absence 
from  duty  that  is  not  in  compliance  with 
the  various  authorized  leaves  (as  herein 
stated )  shall  be  considered  an  absence  with¬ 
out  leave  and  is  cause  for  disciplinary 
action. 

No  employee  shall  absent  himself  from  duty 
without  authorization  by  the  appointing  au¬ 
thority,  except  in  case  of  emergency  illness, 
accident,  or  serious  unforeseen  circumstances. 
Such  emergency  conditions  shall  be  brought 
to  the  attention  of  the  supervisor  as  soon  as 
practicable. 

Any  employee  who  is  absent  from  work 
without  a  valid  leave  of  absence  for  three  (3) 
consecutive  working  days,  may  be  deemed  to 
have  abandoned  his  position  and  to  have 
resigned  from  the  staff  unless  in  the  period  of 
three  working  days  succeeding  such  three 
days  he  proves  to  the  satisfaction  of  the 
Executive  Director  that  such  absence  was 
excusable. 


FEDERAL  REGISTER,  VOL.  42,  NO.  115 — WEDNESDAY,  JUNE  15,  1977 


NOTICES 


30581 


Nothing  herein  contained  shall  be  con¬ 
strued  as  preventing  the  Director  from  tak¬ 
ing  disciplinary  action  against  an  employee 
because  of  unauthorized  absence. 

3.  Employee  Inquiries,  Requests,  Sugges¬ 
tions  and  Grievances — In  the  interest  of 
harmonious  and  cooperative  working  rela¬ 
tionships,  employees  and  their  immediate 
supervisors  are  encouraged  to  informally 
discuss  and  resolve  all  employee  inquiries, 
requests  and  suggestions  It  must  be  recog¬ 
nized  that  authority  exists  for  resolving  prob¬ 
lems  at  various  levels  of  an  organization  and 
that  all  problems  are  not  subject  to  immedi¬ 
ate  resolution.  However,  the  emphasis  on 
Interpersonal  relationship  problem  solving 
Is  to  be  focused  on  Informal  solutions  devel¬ 
oped  at  the  lowest  organizational  level  pos¬ 
sible. 

When  problems  arise  regarding  employ¬ 
ment,  an  employee  shall  discuss  the  problem 
first  with  his  immediate  supervisor.  It  Is  the 
responsibility  of  each  supervisor  to  conduct 
such  discussions  objectively  and  to  Initiate 
action  to  resolve  problems.  If  after  such  in¬ 
formal  action,  the  problem  Is  not  resolved 
to  the  employee's  satisfaction  and  he  wishes 
to  take  formal  action,  he  may  present  his 
written  grievance  to  the  Executive  Director. 

Should  the  employee  not  be  satisfied  with 
the  Executive  Director’s  resolution  of  the 
grievance,  he  may  appeal  directly  to  the 
Council. 

4.  Disability — Action  may  be  initiated  by 
the  employee,  his  legal  representative,  or 
the  appointing  authority,  but  In  all  cases  It 
must  be  supported  by  medical  evidence  ac¬ 
ceptable  to  the  Executive  Director  and  the 
Council. 

6.  .Reprimand  or  Suspension  Without  Pay — 
In  situations  where  a  verbal  warning  has  not 
resulted  In  the  expected  Improvement,  or 


where  more  severe  action  Is  warranted,  the 
employee  may  be  reprimanded  in  writing  and 
a  copy  shall  be  placed  In  the  employee’s  per¬ 
sonnel  folder. 

•  An  employee  may  be  suspended  without 
pay  by  the  Executive  Director  for  reasons  of 
misconduct,  negligence,  Inefficiency,  In¬ 
subordination,  disloyalty.  unauthorized 
absence,  or  other  Justifiable  reasons  when 
alternate  personnel  action  would  not  be  ap¬ 
propriate.  Suspensions  without  pay  shall  not 
exceed  thirty  (301  calendar  days  unless  ap- 
provedvby  the  Council.  In  no  case  shall  sus¬ 
pension  with  pay  be  utilized,  but  retroactive 
pay  may  be  granted  should  the  suspension 
subsequently  prove  unfounded. 

6.  Reasons  for  Disciplinary  Action — Dis¬ 
ciplinary  action  may  be  taken  for  any  con¬ 
duct  not  in  keeping  with  reasonable  stand¬ 
ards,  as  to  be  determined  by  the  Executive 
Director  and/or  Council. 

7.  Performance  Evaluations — The  Execu¬ 
tive  Director  shall  provide  a  system  for 
evaluating  the  work  performance  of  all  em¬ 
ployees  In  the  Council’s  service.  The  purpose 
of  the  employee  performance  evaluation  shall 
be  primarily  to  Inform  employees  of  the  ac¬ 
ceptability  of  their  work  and  how  they  can 
Improve  their  work  performance;  therefore. 
It  la  not  to  be  construed  as  a  disciplinary 
action.  Performance  ratings  shall  be  con¬ 
sidered  in  determining  salary  advancements 
and  In  making  promotions,  dismissals,  and  In 
determining  the  order  of  separation  due  to 
layoffs  and  In  determining  the  order  of 
re-employment. 

All  employees  shall  be  counseled  through¬ 
out  the  year  as  needed.  Written  performance 
evaluations  shall  be  prepared  and  recorded 
after  completion  of  six  (6)  months  service, 
and  annually  thereafter  In  the  case  o t  un¬ 
satisfactory  performance,  quarterly  evalua¬ 
tion  will  be  compulsory. 
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8.  Attendance — Every  employee  is  required 
to  report  to  work  on  time  each  day.  When 
because  of  emergency  or  sudden  Illness,  the 
employee  cannot  report  for  work,  he  shall 
notify  his  Immediate  supervisor  promptly 
giving  reason  for  his  absence. 

9.  Personnel  records — A  master  personnel 
record  for  each  employee  shall  be  established 
and  maintained  in  the  office  of  the  Executive 
Director  which  shall  include  a  copy  of  the 
application  or  resume  of  said  Council  em¬ 
ployee  and  a  copy  of  each  personnel  trans¬ 
action.  Supplementary  records,  verification 
of  education  and  employment  and  any  other 
pertinent  information  shall  also  be  main¬ 
tained  by  the  Executive  Director's  office 
Those  records  of  a  confidential  nature  shall 
be  kept  separately  and  Inspected  only  with 
the  approval  of  the  Executive  Director.  Un-. 
authorized  disclosure  of  any  portion  of  an 
employee’s  personnel  record  will  be  grounds 
for  dismissal. 

10.  Employee  Access  to  Records — Employ¬ 
ees  shall  have  controlled  access  to  their  per¬ 
sonnel  records.  After  obtaining  permission 
of  the  Executive  Director,  the  employee  shall 
be  scheduled  to  examine  his  records  under 
the  supervision  of  those  charged  with  main¬ 
taining  such  records. 

XVin.  Amendments  to  Operational  Proce¬ 
dures  and  Practices  Manual 

These  Operational  Procedures  and  Prac¬ 
tices  may  be  amended  from  time  to  time  by 
majority  vote  of  the  voting  members  present 
and  voting  provided  notice  of  the  specific 
proposed  change  has  been  sent  In  writing  to 
all  voting  members  of  the  Council  at  least 
ten  (10)  days  In  advance  of  the  meeting  in 
which  the  matter  shall  be  presented. 
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